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1. Introduction

There are few more important tasks in Government today than ensuring that we
maintain and enhance the UK'’s influence in Europe as it prepares for a truly
historic enlargement. That influence is crucial to the delivery of many of our
strategic priorities at both home and abroad. Working for the UK’s Permanent
Representation in Brussels or within one of the EU Institutions puts you at the
cutting edge of that effort.

Working in these organisations not only gives you the chance to work in an
extraordinary multi-cultural environment, but allows you to develop skills,
contacts and expertise that are of immense value to Departments back home
and should equip you well to prosper in your careers upon your return. We are
committed to ensuring that we send the highest quality staff to UKRep and to
the EU Institutions, that Departments value those staff while they are away and
then make the best possible use of the skills, contacts and expertise acquired
when those staff return to the UK.

This Guide is designed to help to ensure that we do this. It points the way by
advising on how to find and apply for these posts and by offering examples of
best practice for Departments and individuals, so that all of us benefit.

| SRR RSO

Sir Andrew Turnbull, Secretary of the Cabinet and Head of the Home Civil
Service

]\/wuml- < J z,v\

Sir Michael Jay, Permanent Under-Secretary, FCO, and Head of the
Diplomatic Service
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2. What does this guide cover?

2.1 Loans and secondments - what are they?
This guide covers two forms of ‘Interchange’ in the EU:

- loans to the UK's Permanent Representation to the EU (UKRep), which is
part of the Foreign & Commonwealth Office (FCO). These loans are
explained further in section 4; and

- secondments to the EU Institutions, such as the European Commission, the
Council of the European Union and the European Parliament. These
secondments are explained further in section 5.

Loans

In the context of this guide, these are movements of staff, usually from other
government departments (including the devolved administrations) to UKRep.
The individual involved will normally move onto the FCQO's payroll. There are,
however, some UKRep posts which are directly funded by individual
departments. In these cases the salary and any related payments remain the
responsibility of the home department. Loans to UKRep are normally for three
years, extendable to four, in the case of First Secretaries (Grade 7 equivalent),
and for two years, extendable to three, in the case of Second Secretaries (HEO
equivalent).

Secondments

Secondments to the EU Institutions are usually from government departments,
but they may also be from other sectors such as NGOs (non-governmental
organisations) and the private sector. There is a key difference between these
and loans: as for UKRep's departmentally funded posts described above, the
seconding department continues to be responsible for paying the individual's
salary and pension contributions. The EU Institution's contribution is a daily
allowance, which is not salary related. Secondments can last anywhere between
six months and four years. Such secondees are known as Seconded National
Experts (SNESs).

Throughout the guide, the term 'departments' should be understood to include
government agencies, many of which also have an interest in seconding staff to
the EU. Similarly, we have used the term 'secondment' to cover both
secondments and loans.

2.2 What does this guide do?

Designed to help both home departments and individuals going on
secondment to UKRep and the EU, this guide aims to facilitate the processes
involved and ensure full value is obtained from them. It explains exactly what
the procedures are and gives examples of best practice. Although some
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areas of the guide are specifically targeted at either departments or
individuals, we would recommend that both parties read all sections to gain a
wider understanding of how they can help each other.

For staff involved in arranging and managing the secondment, e.g.
personnel/HR/interchange/training specialists and line managers, the guide
gives advice on:

- the value of secondments and loans;
- the details of the process;
- how best to run a successful secondment programme including:
* preparing for a secondment;
e best practice in keeping in touch with secondees and those on loan;
« helping secondees develop their skills throughout their placement; and
» successfully re-integrating individuals back into their departments.

For individuals considering European secondments and those currently on
such schemes, this guide gives advice on:

- the value of taking part in secondments and loans;

- the details of the process and practical information to ensure a smooth
transition into living and working in Europe;

- how best to develop skills while on secondment to benefit both themselves
and the home department; and

- best practice in managing a return to the department.

The Permanent Secretaries of the major Civil Service departments have
recognised that EU secondments and loans are of prime importance, not only
to individual departments and those who work in them, but more specifically to
the future development of the service as a whole.

2.3 Further advice

The Cabinet Office's EU Staffing Branch and UKRep's EU Staffing Unit are
always happy to offer further advice. They would also welcome details of any
other measures which individuals or departments have found beneficial in
handling secondments and loans. To find out more about what they can offer,
click on www.eu-careers-gateway.gov.uk, www.eu-aware.net (you will need to
request a password) and www.ukrep.be.

The Cabinet Office also has a unit dedicated solely to Interchange. Its site -
www.interchange.gov.uk - provides a great deal of useful information on the
topic for both departments and individuals, and regularly advertises such
opportunities.

The guide also recommends other sites throughout the text, where they have
most relevance.
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2.4 Acknowledgement

In publishing this guide, we recognise that departments have responsibility for
running their own secondment and loan programmes, in line with their own
personnel strategies and policies. This guide is not intended to replace these
programmes, but we hope that departments will find it helpful in complementing
and enriching their existing systems.

In addition, we do recognise that many departments already have very good
practices and procedures in place for looking after secondees to the EU. We
have drawn on their expertise in putting together this guide, with a view to
sharing this good practice with others. We are very grateful for all the help we
have been given in this project.

*EU Staffing Unit, UKRep
*EU Staffing Branch, Cabinet Office

* For contact details see Appendix 1
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3. The value of loans/secondments to
UKRep and the EU Institutions

3.1 The department’s perspective

For most government departments, including those of the devolved
administrations, significant parts of their operations are affected directly or
indirectly by EU business. Secondments of staff to the EU can:

» boost departments’ understanding of the policy-making and legislative
process;

e help build contact and information exchanges with key people in the EU
Institutions;

» facilitate direct input into EU policy-making;

e help those working in the EU Institutions better to understand the
departments’ concerns, culture and challenges and foster further contacts;
and

e increase the skills and experience available to departments, particularly in
areas such as negotiation, both bilateral and multi-lateral, awareness of EU
processes and procedures, and experience of working in a different culture
outside the UK Civil Service.

3.2 The individual’'s perspective
A secondment to UKRep or one of the EU Institutions:

e gives you experience of working in a different organisation, in a multi-cultural
environment, and the flexibility that is increasingly valued in the modern Civil
Service;

e allows first-hand experience of EU processes and policy-making and
provides you with an opportunity to build up networks of useful contacts;

e may give you ‘hands-on’ negotiating experience;

e gives you the opportunity to develop skills in fields such as drafting, project
management, leadership, delivering through influencing a variety of different
players (such as member states, the European Parliament or the
Commission) and policy development.

3.3 A programme for EU loans and secondments?

It is for each department to devise its own arrangements. Many find it helpful to
draw up defined secondment programmes. This section sets out key features of
such programmes which experience has shown to be useful in maximising
opportunities and benefits. Many of these points are simple common sense, but
are worth remembering.
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Aims and objectives

There should be a clear statement of the aims and objectives of the
programme. Examples include:

e to aid career development;

« to fill skills gaps;

e to create contacts and dialogue with EU policy-makers and negotiators; and
e to acquire hands-on EU experience.

Targets

Both quantitative and qualitative targets are useful criteria against which to
evaluate the success of the policy: for example, funding five secondments, or
improving the quality of secondments by a ‘keeping in touch’ system and
evaluation procedure.

Capacity

In drawing up programmes, departments should consider their capacity to
allow staff to take up interchange opportunities. Possible budgetary,
management and resource constraints need to be taken into account.

It is important for resource managers to be well informed about costs, not
least to make extension requests simpler to deal with. This is the case
whether the money is coming from an independent 'Interchange’ budget or
from the general staffing budget.

But Interchange programmes can often be the victims of their own success. A
well run and publicised scheme will often inspire more interest than it can
comfortably handle. Departments should therefore make sure that staff are
aware of the issues affecting the capacity of any scheme. That will give them
realistic expectations about the likelihood of obtaining funding for
secondments.

Strategic placements

Departments should consider what sort of placement to UKRep or the
Institutions would best meet their overall objectives. For SNEs it is useful to
consider more than just the European Commission. The Council of the
European Union and the European Parliament are possible alternatives. The
key is to identify a secondment in areas of work which are the department’s
primary focus of interest.

Communications
Departments need to consider arrangements for ensuring that all those

involved - both managers and staff - are aware of the value of EU
secondments as well as the limits to the department’s capacity to handle
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these (see above). They should also consider active marketing of possible
opportunities.

Some central guidance, and a focal point for oversight of the whole process,
is helpful in delivering an effective secondment scheme. High priority should
also be given to developing and improving systems for communicating
essential information to secondees over the period of the placement.

Evaluation

At the end of any interchange activity, departments should gauge the value of
the experience for themselves.

One way of doing this is to have a simple debriefing session with the
individual upon their return. Suggested topics for this type of discussion can
be found in Appendix 2. Alternatively departments can ask the participant to
prepare a report or complete a questionnaire. A model layout for such a
guestionnaire can be found in Appendix 3.

Departments can use this feedback to reassure themselves that their
programmes are effective. If they are not, appropriate changes should be
made. The results can also be used to spread good practice and increase the
awareness of the work of the EU.

As a matter of course, staff who participate in such activities should be
encouraged to pass on lessons learned to colleagues through articles in
house magazines or presentations, and so on.

Consultation with Trade Unions

Departments will wish to keep their Trade Union sides informed, and consult
them as appropriate, about any interchange policy.

European experience for HR/interchange staff

In order to gain first hand experience, departments may wish to consider
building their own ties between the Institutions and their personnel/
HR/Interchange sections. This could be achieved through short-term
secondments of personnel/interchange staff to the Commission’s Directorate
General (DG) Personnel and Administration or to one of the units responsible
for staffing in individual DGs.
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4. Options for working in the EU -
UKRep

4.1 What is UKRep?

UKRep (the UK’s Permanent Representation to the European Union) is part of
the FCO. Every member state has a national representation in Brussels.
UKRep is one of the larger ones with around 140 staff.

The role of UKRep is to further the UK’'s EU objectives. UKRep staff do this
by negotiating and lobbying on behalf of the UK. In doing so, they work
closely with officials from other member states, the European Commission,
the European Parliament and the other major European Institutions.

UKRep also keeps in close touch with all those interested in, or affected by,
the EU. This includes British parliamentarians, British companies, the UK
regions, lobbyists, NGOs, consultants, academics and the media. In addition,
UKRep offers support to British businesses looking for commercial
opportunities in Europe.

About one third of UKRep's current staff are on loan or seconded from other
government departments (OGDs), a third are FCO staff, and the rest locally-
engaged. The staff complement is likely to increase in the lead up to the
forthcoming British Presidency of the Council in 2005.

With tours of duty for both FCO officials and secondees generally lasting
between two and four years, there are regular opportunities for those who are
interested in working at UKRep.

The heart of UKRep’s work is carried out by its ‘Desk Officers’ at First and
Second Secretary level (Grade 7 and HEO equivalents). The benefits both for
the departments loaning staff to UKRep and for the individuals themselves
have been outlined above.

In particular, however, UKRep offers staff unrivalled opportunities for front line
negotiation in the Council, and lobbying with the Commission and the
European Parliament. These are demanding yet stimulating roles, which
enable staff to develop influencing and networking skills, policy analysis skills
and political judgement, and oral and written communication skills.

They also have the opportunity to take the initiative and show individual
responsibility. There is emphasis on leadership of projects, problem-solving
and delivering results through people in multi-lateral negotiations, all of which
are important skills for those aspiring to the Senior Civil Service.
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Seconding staff to UKRep gives departments direct contact with the front line of
EU business, as well as allowing them to benefit, on their staff's return, from the
skills and experience these individuals have gained.

4.2 How to get a loan/secondment to UKRep

The FCO Interchange Section (contact details at the end of this section)
facilitates the loan and secondment of staff to and from the FCO.

UKRep posts to be filled by loans from other government departments are
advertised via a general trawl notice. This normally goes to all government
departments and the devolved administrations. Such posts are also
advertised on the following sites: www.servicewide.civil-service.gov.uk, the
Interchange website www.interchange.gov.uk and the EU Staffing Branch’'s EU
Awareness site, www.eu-aware.net.

Who can apply?

All applicants with the necessary skills and experience outlined in the trawl
notice are welcome to apply, but it is important to bear the following in mind:

- language skills
All 'Desk Officers' are expected to be able to read and operate in French,
though language training can be provided both before and after arrival at
UKRep;

- nationality
Staff coming into the FCO from other departments need to be aware of the

FCO'’s nationality rules. Further details of these, and other requirements,
are available on: www.fco.gov.uk

The selection process

The selection process normally entails an interview. First a detailed paper sift
is usually held and a shortlist agreed. Candidates will then be advised of
interview dates. These are usually held in the FCO's Old Admiralty Building.
FCO HR staff maintain contact with all applicants as necessary and provide
maps, travel claim forms and so on.

All candidates, whether successful or not, are notified of the outcome as soon
as possible, usually by telephone. All calls are followed up with a letter.

Once the successful candidate has been identified, the FCO will liaise with
them and their parent department to confirm their acceptance. Any necessary
security and/or medical clearances will then be carried out. Clearances for
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overseas postings can take several weeks to come through. Departments and
individuals should bear this in mind when planning the departure date.

Terms and conditions:

The main terms on which the post is offered will be included on the trawl
notice and will normally reflect standard FCO conditions. Anyone taking up a
loan will be expected to comply fully with these requirements.

Where an UKRep post is fully funded by a department other than the FCO,
terms and conditions may differ. Departments should advise potential
secondees from the outset where this is the case.

Promotion

During their absence from a parent department, most people are still eligible for
promotion and can apply for it through the normal channels.

4.3 Posting —what happens next?

After the posting is confirmed, the FCQO’s Briefing Unit will issue the individual
on loan with a pre-posting briefing folder. This covers all the necessary
administrative and relocation procedures, which should be completed before
departure. The FCO has also produced a ‘Frequently Asked Questions’
paper, which is attached at Appendix 4.

The FCO will also ensure that those on loan receive any appropriate pre-
posting training and support to ensure a smooth integration into their new role
in UKRep and new residence in Brussels.

The FCO Interchange Section can be contacted by departments and
individuals on the following telephone numbers to discuss any of the above
matters in more depth:

FCO Interchange Officers: 020-7008 0917
020-7008 0879
020-7008 0772
Head of Section: 020-7008 0816

UKRep’s EU Staffing Unit, on 0032 2 287 8207 or 0032 2 287 8354, can also
offer assistance.
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5. Options for working in the EU -
Seconded National Experts

5.1 What does a Seconded National Expert do?

The EU Institutions employ permanent and temporary staff in a number of
different ways. However on occasion, rather than employ someone new, they
will seek to second from the member states people with particular experience
or skills which make them especially fitted for some aspect of the Institutions’
work.

Most of these secondees will be taken on as ‘Seconded National Experts’
(SNEs). These secondments run for between six months and four years.
Two year postings are the norm, with the option of renewal for up to four
years.

There are some 900 SNEs currently operating in the EU Institutions, around
140 of them coming from the UK. Most of these 140 are serving Civil
Servants, although a small proportion come from non-departmental and
statutory public bodies, local government and the private and voluntary
sectors. While seconded to the EU Institutions, SNEs remain employees of
their home department or home organisation

The majority of UK SNEs work for the EU Commission in Brussels, though
some work for EU Institutions based in Luxembourg and a few work in EU
research establishments in Ispra, Italy or Seville, Spain.

SNEs usually carry out similar work to fonctionnaires, (full-time employees) or
Temporary Agents, and should expect to work on the basis of an agreed job
description (see Appendix 5 for one example of the type of description used).

Although SNEs remain employees of their home department, when they come
to work for the Institutions they have to operate in what can be a very different
world from the UK Civil Service.

The management and operational culture of the Institutions can be very
unfamiliar. Secondees may need to be prepared for a different management
style and the limited administrative support available to them. They may also
find their status at home is not recognised, especially in work areas without a
strong British representation.

However, the work can be fascinating and allow SNEs a great deal of
autonomy.

The UK gains much from its SNEs. Section 3 outlined the benefits both for
the seconding department/organisation and for the secondee, for whom an
SNE posting can be an excellent developmental opportunity. The work
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environment may be different from that in the UK Civil Service, but it does
provide opportunities to work in a different culture, which is multi-lingual and
which is right at the heart of EU policy-making

The Cabinet Office’'s EU Staffing Branch and UKRep keep a record of SNEs
and their location in the Institutions, which they use to try to ensure a good
level of UK representation is maintained. Departments are asked to keep
both EU Staffing Branch and UKRep's EU Staffing Unit notified when new
secondments are set up and finish, especially if they have not been trawled
formally.

5.2 How can | find out about EU secondment opportunities?

There are a number of ways in which such secondments may be publicised or
arranged. Please note that before an individual can take up post as an
SNE, their department must agree to fund the secondment. Individuals
should not apply for SNE posts directly before this funding is agreed.
Without written confirmation from the department that the post will be fully
funded, an SNE posting will not go ahead. Moreover, the UK's failure to honour
what an EU line manager considers to be an agreed posting may damage the
prospects for other UK SNEs in that area.

When an EU Institution has selected a particular person to be an SNE, the
Institution writes to UKRep to request their secondment. UKRep will then seek
written confirmation of funding from the seconding department. Once this is
received, UKRep will confirm the appointment and agreed start date with the
Institution. The same procedure also applies to extension of existing SNE
secondments.

Formal notification

The Institutions regularly notify the Member States’ permanent representations
of SNE vacancies and invite nominations of candidates for these posts.
UKRep send these vacancy notices to the Cabinet Office's EU Staffing
Branch in London, who circulate them to departments, inviting applications in
the form of a CV. Departments may select whether to advertise such posts,
taking account of the availability of funding.

Details of each SNE vacancy received in this manner are also placed on the
websites:  www.interchange.gov.uk, www.ukrep.be and www.eu-aware.net.
Advertisements will normally include a post profile, or a job description.
Potential candidates are advised to seek the views of the relevant UKRep
Desk Officer (details found on www.ukrep.be) and the contact in the EU
Institution as early as possible, to ensure they have a full understanding of
what the post demands.

If a department is willing to back a secondment, it may choose to send a
selection of CVs to UKRep’s EU Staffing Unit. The unit will forward them to
the EU managers concerned to make the selection. Alternatively, a
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department may choose to carry out an internal sift and nominate whoever
they feel is best suited to the position. This will be the CV that is sent to
UKRep for onward transmission to the relevant Institution.

There is no standard format for selection procedures in the Institutions.
Sometimes there is an interview; in other cases a telephone call to the
individual may suffice. The format is at the discretion of the vacancy manager.

When someone has been selected, an approach will be made to the
department, via UKRep, through a formal exchange of letters. A flow chart of
this process and copies of the relevant letters are attached in Appendix 6.
Once the official exchange of letters is concluded, the secondment can
commence.

Informal notification

Occasionally managers in an Institution will have a vacancy they would like to
have filled by a UK National. In such cases, the Institution will contact UKRep
informally and ask for nominations. UKRep will either pass the request to
relevant departments or ask the EU Staffing Branch in London to advertise the
post in the normal way.

Again it is paramount that funding is available from the seconding
department. The subsequent process will then be very similar to that
described above for the formal route, though the EU Institution may ask to
receive all CVs directly.

In such cases, departments are asked to tell the Cabinet Office’s EU Staffing
Branch and UKRep's EU Staffing Unit of the nomination. This will enable
response rates to be monitored and to provide general support for the
application if needed.

Personal contact

Staff in the Institutions may have direct contacts with officials from the
member states. Where an SNE with specific skills is needed, Heads of Unit of
Directors may, from personal experience, have a clear idea of a candidate for
a post and make direct contact with that individual.

This person must then apply to the department for funding. This may be
assisted by making a business case (an example of the documents used by
staff in the Department for International Development (DFID) to establish such a
case is given in Appendix 7). If support is agreed, the secondment will be
initiated by the normal exchange of letters described above.

Lobbying for SNE posts
Occasionally government departments or individuals lobby for a post in a

specific area where the UK has relevant expertise or interest. In such cases
Desk Officers in UKRep may be able to offer advice on where vacancies can
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be found or which areas an individual or department might find appropriate to
target.

Some individuals with good contacts can create opportunities for themselves,
but if they do they must have their department’s agreement to fund at the
outset. Without this the secondment cannot go ahead. Secondments
arranged by this route are concluded in the same way as for the informal
route.

Funding by a third party

It may sometimes be appropriate for a third party working in the same field.
(for example, a department with funds, but unable to supply staff) to provide
the financial backing on behalf of another department. The department can
make the financial arrangements with the host or the other party. The
secondment can then follow the normal procedure, depending on whether it is
a formal or informal process.

5.3 Who can apply for SNE posts?

Relevant experience and skills are key in deciding suitability. SNE posts are
not graded, but tend to fall into the HEO to Grade 7 range (or equivalent). To
qualify for secondment to the EU Commission, a national expert must have at
least three years’ full time experience of administrative, scientific, technical,
advisory or supervisory functions, as defined in the Staff Regulations of
Officials of the European Communities - see website: www.europa.eu.int/epso.

Before the secondment begins, the Commission will ask the department for a
statement of the secondee’s employment. It should cover the previous 12
months of service to verify officially the individual’s level of experience.

SNEs also normally need a ‘satisfactory’ knowledge of a second official EU
language, ‘where this is needed for the performance of their duties’. This will
vary according to the post, but in some areas, where much of the work is
carried out in English, only relatively basic French may be required.

It is possible for someone who has already had an SNE post to have a
second, but there has to be a gap between the two postings. The Commission
requires a six year gap, whereas the European Parliament only requires four
years. In addition, in the Commission, the time frame of both secondments
cannot extend beyond a four-year period in total.

5.4 Basic terms and conditions
The terms and conditions of secondees are non-negotiable and are laid out in

each Institution’s rules. A copy of the conditions for the EU Commission can
be found in Appendix 8. This, and copies of the rules for the Council of the
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European Union and the European Parliament, are also available on
www.europa.eu.int, www.ukrep.be and www.eu-aware.net.

Salary and allowances

As already noted, the seconding department continues to pay the SNE'’s
salary. The department will also continue to pay ERNIC and Accruing
Superannuating Liability Charge (ASLC).

The SNE will normally receive from the Institution a flat-rate subsistence
allowance to cover the cost of living in (usually) Brussels. This is currently
€107.1 per day for the Commission, but is lower in some other Institutions
such as the European Parliament, where the allowance is €50 per day.

In the European Commission, if the SNE has not been paid a removal
allowance by either the Institution or their department, they are entitled to an
additional monthly allowance, depending on the distance from their place of
deemed residence and the place of secondment, of between €68.85 to
€604.34. For example, if you are from London you would receive some
€122.4 per month if placed in Brussels. The full details of these allowances
are provided in each Institution’s conditions for SNEs (see www.europa.eu.int,
www.ukrep.be and www.eu-aware.net).

In the case of secondments to the Commission, departments or agencies
must pay the difference if the Commission’s package is less than would have
been paid for an overseas posting under departmental or agency rules (see
the Civil Service Management Code).

It is vital to establish all salary arrangements before any secondment begins.
The details should be made clear to all parties. Departments should ensure
that salary arrangements are defensible, and so avoid creating situations that
could lead to apparent or real conflicts of interest or suspicions of impropriety.

5.5 Posting — what happens next?

Commission SNEs normally begin work formally on the 1st or 16th of the
month. If the latter date, they will not receive the first month’s allowances until
near the end of the following month.

DFID's guide for SNEs has a helpful section on what SNEs can expect to do
over the initial period of their appointment - see Appendix 9.

The Liaison Committee of National Experts on Detachment (CLENAD) deals
with national expert issues from all member states. Its ‘Unofficial Guide’ gives
an outline of what SNEs can expect on joining the Institutions. Included are
helpful and practical details about living in Brussels. The guide can be found at
Appendix 10.
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Further information

Contact your HR or Interchange section to discuss any of the above matters in
more depth.

UKRep's EU Staffing Unit is also willing to give any help it can to departments
and individuals. Contact details are given in Appendix 1.
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6. Key elements of a successful
loans and secondments programme

This section offers examples of best practice by both departments and
individuals which contribute to a successful loan/secondment programme. It
covers actions to consider before a loan/secondment starts, and what should
be done while it is under way. It also covers measures for the individual's
eventual return to the department.

6.1 A ‘one-stop-shop’ (best practice for departments)

Name a single contact pointteam in the department to handle the
secondment. This can help to achieve a consistent approach and create a
pool of useful knowledge. Such a move, reinforced by clear desk instructions,
brings together all the knowledge needed to make sure that the secondment
and any extensions go well. It also allows people to keep in touch, makes
sure that re-entry needs are observed and that returnees’ skills and
experience gained over the secondment are made best use of.

It is also useful to have a senior manager to promote or '‘champion’ the cause
of EU interchange. This can also help to show the value of secondments to
the department and can encourage long-term commitment to the idea. If used
as a mentor this manager can also aid individuals with re-entry.

6.2 Before a loan/secondment starts (best practice for departments)

Before any commitment is made, check that a potential secondee's contract
does allow them to be relocated abroad.

Ensure that SNEs are fully briefed on key issues, including:

- how the secondment might affect the individual's terms of contract in
areas such as pay increases, tax and national insurance commitments,
contractual status, promotion prospects, leave entitlements and so on.
Secondees should also be briefed on rights relating to unfair dismissal,
redundancy, maternity leave and the like, while on secondment;

- advice on personal matters such as payment and entitlement of
allowances, availability of loans for relocation, medical and dental issues
and voting rights. Advice is also needed on such things as letting homes
while secondees are away, buying cars, availability of schooling and a
host of other small personal issues which can have such a significant
impact on the life of the individual relocating. This can be particularly
helpful where a staff member is relocating with their family. Detailed
information, specific to the country of assignment, should also be given
where possible (as noted earlier in this guide, DFID and CLENAD have
produced useful guides, available at Appendices 9 and 10);
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- what departments expect from secondees in terms of communication
with the home department should also be discussed. This could cover
issues such as a requirement for regular reports (and their timing) on EU
activities, records of work achievements against targets, and possibly a
note of career development activities;

- while briefing new secondees, departments should ensure that UK-
based staff working on related EU issues are made aware of the
placement. It is worth encouraging the forging of strong networking ties
between this group of staff and the secondee; and

- departments should also make contact with new host line managers. It
will help to make them fully aware of the departmental expectations in
terms of reports and information exchange.

6.3 Before a loan/secondment starts (suggestions for secondees)

If you are considering either a loan to UKRep or an SNE position, familiarise
yourself with departmental policies and guides on interchange. You should
also ensure that you are clear, before departure, of the answers to any
gueries relating to contractual status and terms and conditions. Language
skills and EU knowledge should also be brushed up before departure.
www.europa.eu.int  provides a wealth of information on the structures and
work of the EU.

UKRep

If you are considering a loan to UKRep you can find more about the
organisation at www.ukrep.be. If you are selected, the FCO will provide
comprehensive guidance on the procedures for loans to UKRep and on
settling into Brussels.

SNE postings

The most useful documents to look at before taking up a secondment include
the CLENAD guide (Appendix 10), the Cabinet Office's EU awareness site
(www.eu-aware.net) and UKRep's EU Staffing site (www.ukrep.be). Other
key information sources are:

For positions with the Commission:

- the Commission information pack, which includes a guide to the 'Rules
Applicable to National Experts’, and practical information, including details
about:

= registration with DG Admin on arrival;

= formalities to be completed in Brussels;
= medical insurance information;

= the SNE reception office in Brussels;
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= the Brussels/Europe Liaison Office;
= CLENAD; and
= useful addresses and telephone numbers.

The Council and European Parliament also have equivalent documents.

Copies of all of these packs are available from UKRep's EU Staffing Unit.

6.4 Keeping in touch (best practice for departments)

To get maximum benefit from EU secondments, keep in regular touch with
your staff throughout their secondments. Lack of knowledge of changes in
departments, especially cultural and structural developments, can be a real
hindrance to individuals, both those currently on secondment and those facing
re-entry/promotion interviews before a return to the UK. In any case,
secondees will naturally want to know what is happening in the department to
which they still technically belong.

Also remember that secondees can feel isolated from time to time, particularly
in such a multi-cultural environment where they may be unable to work in
their mother tongue. Departments can do a lot to raise the morale of such
individuals by making them feel involved and still part of the team.

By ensuring that secondees are kept up to date with cultural and structural
changes in a department, a good 'keeping in touch' scheme can:

- support the individual throughout the secondment and aid their return;

- help the individual with their career development needs;

- ease the exchange of information with EU Institutions and build good
contact networks ; and

- help increase awareness and knowledge of work in the EU among those in
the home department.

Mechanisms to help staff to stay in touch do not have to be complicated.
They can include:

providing secondees with newsletters, core briefs, minutes of management
meetings, important announcements, trawl notices, and so on. Many
departments will already routinely send this type of information to staff via e-
mail. All that may be needed is to ensure that the secondee’s e-mail contact
address is on the appropriate list and that such documents are sent in
reasonable time. Urgent documents can always be faxed if necessary;

ensuring staff on secondment have access to any departmental ‘Business
Directory’ listing of who does what, and that this information is updated for
them when changes occur;
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- providing intranet access. Many departments find that the best way to
disseminate information to their staff is via their own Intranet. Some
departments have set up password-regulated access to such sites for staff
working abroad. However this has not proved possible in all cases. This is
understandable, but unfortunate, as lack of access to departmental Intranets is
one of the key difficulties cited by those on secondment in keeping up to date
with events in their departments. Online access needs to be set up, if at all
possible. If not, make sure that any key information available on the site is
issued to your staff on secondment by e-mail, etc;

- invitations to seminars, events and meetings as appropriate. You should
consider paying travel and subsistence for attending such events. This type of
keeping in touch works best if the department can be kept aware of when the
secondee is expected to be in the UK for work purposes;

- funding access for secondees to training courses which could further their
career development is another useful option (see section on training, 6.10);

- appointing a ‘mentor’ in the department for the secondee. This can be
effective not only in keeping them abreast of changes in both policy and
management, but also in ensuring that they are aware of any promotion and
vacancy opportunities which may be suitable for them. The mentor can be
someone in the central interchange team (if one exists) or perhaps someone
working in a similar policy area to that in which the secondee is working on
the EU. Both models have been shown to work well;

- organising ‘Keep in Touch* (KiT) networks. Facilitating networking with other
departmental secondees working in UKRep or the EU Institutions can
reinforce the feeling of being 'kept in touch” through the sharing of
information and experiences. These also create a useful forum for
addressing particular common concerns which secondees may share from
time to time. Such networks can also include UK based staff; and

- conducting ‘on site’ visits. Regular ‘pastoral visits’ by senior management/
personnel/HR to meet secondees and their families in post also help to stem
any communication gap. These visits can also help to familiarise HR staff
with the work of the EU Institutions.

6.5 Keeping in touch (suggestions for secondees)

As a member of UKRep or an SNE you may be in regular contact with your
home department for work purposes, but the value of staying 'visible' in the
eyes of the home department for career development purposes should not be
forgotten. Also, it is important to stay in touch for cultural, political and even
social reasons. Keeping in touch is without doubt a two-way process.

While on secondment you should play your part by taking the initiative in
contributing to KiT networks. You should also participate in any ‘pastoral’
visits, keeping in touch with any ‘mentor’ or other contacts more generally
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and by using suitable opportunities for return visits to find out about
developments in the home department.

6.6 Career development (best practice for departments)

EU secondments offer excellent opportunities for individuals to enhance their
career prospects. They help them to develop skills and gain extra experience.
But such development needs support and commitment by the home
department, the host organisations and the individual concerned. This section
offers best practice guidance. It includes performance appraisal,
competences, promotion, training and access to learning material, and career
development plans.

Performance appraisal

UKRep

Performance of staff on loan to UKRep is usually appraised against the
Foreign & Commonwealth Office (FCO) core competences (although there
are some exceptions). HR staff in home departments should familiarise
themselves with these to ensure that performance of staff on loan is assessed
comparably when returning staff are competing for jobs.

UKRep will give copies of completed appraisals to the relevant departmental
personnel contact for assessment and recording purposes. FCO core
competences can be found in Appendix 11.

SNEs

Performance of SNEs on secondment is normally appraised using the home
department's own form and competences. There are however a number of
issues that may contribute to difficulties in obtaining a regular appraisal:

— there is no formal requirement for Institutional managers to appraise
SNEs;

— departments have the freedom to decide the design and content of
their staff appraisal systems, so it is difficult for host managers to keep
abreast of the huge variety of systems;

— UK Civil Service grades mean little to external organisations and the
Institutions' own grades are not necessarily any guide to the workloads
and responsibilities actually undertaken; and

— SNEs’ host managers may not be fluent in English;

Departments can help to overcome these problems in a number of ways. At
the start of a secondment, the department should:

— establish, with the secondee, arrangements for handling appraisals. This
could cover the selection of the form to be used, how it is to be
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Other

completed, the timetable for appraisal reviews and who writes and
countersigns the report;

make contact with the host manager to explain the appraisal system
and reach agreement on regular reviews. The department should
inform the secondee of any agreed changes to the usual system (see
below) and explain how these will be treated to ensure comparable
reporting; and

establish arrangements to ensure that appraisal systems allow
achievements while on secondment to be recorded and rewarded. For
example, some departments include ‘experience/understanding of
organisations outside the Civil Service’ in their competence framework.

options  which departments can consider to encourage host

organisations to get involved in appraising staff include:

creating a shorter or simplified version of the department's own forms,
for ease of use by host managers. If they make such adaptations, they
must ensure that they do not disadvantage secondees in terms of
comparable assessment with staff based in the UK;

producing a user friendly guide on the appraisal scheme for host
managers, possibly in their mother tongue, or at least offering them
some form of training in the system; and

designating a home-based manager or someone in UKRep to act as
countersigning officer. This is more easily done if the department has
an existing mentoring programme or an established procedure for the
SNE to report back regularly on the work they carry out, or if there is
regular contact with an appropriate UKRep contact.

In addition, UKRep suggest the following procedure.

1.

At the appropriate time, the department should write to the SNE
enclosing the appraisal form, requesting that it be forwarded to the line
manager for completion. This should be accompanied by an
explanatory letter for the host manager, explaining why such a review
is necessary. If possible it should also include short, clear guidance for
host managers to help them focus on the key aspects of appraisal,
including guidance on marking.

Establish a chase up system if, for example, reports are not received
within two months. The department should write directly to the host
manager, with a copy to UKRep. The letter should, explain why the
record is important and offer any assistance necessary to get the form
completed. This should usually be enough. If the host manager is still
reluctant to complete the form, the department should consider an
alternative way to get the report, such as those suggested in previous
paragraphs.
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Note: It is important that departments should make every effort to avoid
imposing demands on external organisations which could impair the
secondment relationship and the future of others.

Developing skills and competences while on secondment

Loans/secondments can offer excellent scope for individuals to develop the
competences which are important for the next step of career progression.

However, working in a different environment may mean that experience
gained does not necessarily ‘fit' departments’ own competence frameworks as
readily as the work the individual would have carried out had they remained in
the UK. It is important that departments overcome any perception that work
undertaken outside the home department cannot provide development in the
specific competences necessary for departmental progression/promotion. It is
simply not true.

An area where this difficulty over perceptions is especially problematic is the
management competence. Those on secondment may be less likely to have
significant line management responsibilities in terms of staff numbers. This
does not mean that they will lack the chance to gain any management
experience.

Many UKRep posts and those in the Institutions call for significant project and
resource management and leadership ability. = Secondees also have to
develop ‘people management’ skills, in that they must work through
individuals in different organisations to deliver results. Secondees will often
become extremely well versed in ‘influencing' and 'leadership’ skills. The fact
that these ‘people management’ skills are developed in a different way from
that which is usual in the parent department does not mean that they are any
less valuable.

It is vital that departments and individuals on secondment ensure there is
good mutual understanding of the work carried out on a day-to-day basis and
how this fits in with, or can be compared to, the home department’s own
competence framework.

Of course not every secondment will enable individuals to develop in all the
competence areas they may wish. Departments should consider at the start of
the placement how these gaps could be filled during the course of the
secondment (for example, by the provision of additional training — see below).

6.7 Career development (suggestions for secondees)

As a secondee you can help yourself by becoming familiar with your
department's competence framework and noting any gaps between your own
profile and that to which you aspire. You can then try to pursue activities
which will increase your chances of matching the requirements of the higher
levels.
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An example: matching the work of an UKRep Desk Officer with that of the
Senior Civil Service Competences

A ‘competence profile’ has recently been compiled by UKRep. This matches
the work of their desk officers against the work and behavioural competences
required for the SCS. It has been designed to enable managers in home
departments, as well as individuals, to see how working in UKRep can offer
many opportunities to gain the skills needed to progress. The UKRep
template can be found at Appendix 12. An example of such a competence
'map' compiled for an SNE in a similar position is set out in Appendix 13.

6.8 Progression and promotion (best practice for departments)

Development of competences (as described in 6.6) is critical in ensuring that
staff can develop appropriately during their secondment and so aid their
progress on return. Some are likely to be seeking promotion, in particular to
the Senior Civil Service. The ‘competence mapping’ exercises described (in
6.7 and Appendices 12 and 13) are designed to help both departments and
individuals in preparing for possible promotion. The Government's Centre for
Management and Policy Studies (CMPS) also provides guidance for those
aspiring to the Senior Civil Service. (For more details see:
www.routemap.cmps.gov.uk).

Other key elements which can make certain that secondees have equal
opportunities for promotion include working to ensure that:

- secondees have access to the criteria for promotion. For example, in
addition to the Civil Service-wide competences for the SCS, most
departments have developed their own specific selection of standards and
gualities sought. It is vital that these are made easily available to, and are
understood by, those on secondment. It is particularly important that
departments make special efforts where these criteria are disseminated by
departmental Intranets to which secondees may not have access (see
‘Keeping in touch’ at 6.4). Departments should consider special, tailored
briefing for those who are working outside the organisation. This will allow
them to keep abreast of any cultural, political or policy changes which
might affect their readiness for promotion/progression.

For SNEs, departments can give host EU managers specific guidance on
promotion criteria, so they can draft accurate promotion assessments.

If for any reasons these assessments are hard to get hold of, departments
may also wish to consider carrying out their own evaluations on individuals
in post. Such exercises have resulted in some SNEs being promoted in
post, either temporarily or permanently.

- both the secondee and the department map out the competences used in
the post against any existing departmental or SCS framework.
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This can help to address any perception that a secondee's workload is not
sufficient to be considered suitable for promotion. Departments should
consider ways to assist secondees to map such competences.

- secondees are aware of promotion opportunities. Again any problems
with disseminating such information by Intranets should be negated by
using other timely and appropriate mechanisms.

- secondees are not disadvantaged at promotion boards or at interviews.
For example, when defining the field of candidates, departments and boards
should broaden their focus. They should pay careful attention to the
performance assessments and promotion recommendations which
preceded the secondment, as well as to any relevant assessments carried
out while on placement. If there are gaps, departments should aim to give
the secondees the benefit of any doubt. Boards might also consider
extending the length of any interview, if available reports on secondees
are not as comprehensive, or are in a different format, from those for other
candidates.

6.9 Progression and promotion (suggestions for secondees)

You can help yourself to prepare for applications for posts on promotion by
mapping out the competences used in the post against any existing
framework. This can help address any perception that your workload is not
sufficient to be considered suitable for promotion. The competence maps at
Appendices 12 and 13 may be useful.

You should bear in mind that taking part in a secondment does not guarantee
promotion. Just because you find yourself working at a level that seems to be
of a higher grade than your present grade, does not mean that you should
instantly be considered 'fitted' for promotion or automatically promoted.

Departments make such decisions for various reasons, including budgets,
and structural needs as well as availability of talent. It is also important to be
proactive. You should make sure that, when you are clear about the criteria
for promotion, you work with the home department to make sure you
understand how the work you do while on secondment fits in with the
department’s competences.

6.10 Access to training resources (best practice for departments)

Good access to suitable training opportunities can help secondees develop
their competences as well as enhance the particular skills needed for their
current and future work roles. It is, however, highly probable that those
working on secondment outside the UK will not have access to the full training
resources and programmes available to home based staff. Ways of
addressing such imbalance do exist.
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Access to training provided by the host organisation

Staff on loan to UKRep are allowed an allocation of two-and-a-half days a
year in which to undertake specific learning and development activities. They
also have access to ‘job-specific' language training paid for by the FCO. In
addition, the FCO subscribes to two distance learning management
development programmes. These are:

- the Ashridge Virtual Learning Resource Centre, which allows access via
the Internet to over 40 full text learning guides on skills, competences and
techniques in management, linked to the FCO’s SMS competences; and

- CMPS’s 'PRIME-Leadership' course, which is specifically aimed at civil
servants seeking to acquire the skills and master the processes necessary
for the transformation of public sector delivery.

The EU Institutions also provide training for their staff. SNEs are entitled to
two days’ special leave for training purposes. They should be encouraged to
find out more about these opportunities and make full use of them.

Role of departments

Providing access to training is of two-fold importance. It allows individuals to
keep in touch with departmental developments and it furthers their on-the-job
learning and development. Ways to achieve this include:

- Providing financial support for attendance at key courses. Attending formal
courses is not by any means the only way to learn and develop and can
also often be subject to the inevitable human and budgetary resource
constraints. Departments should therefore consider providing alternative
support for individuals. They should consider this especially where the
outcome is likely to bring wider benefits to both the individual and the
Department. These can include investing in:

- Distance learning. e-learning packages, CD ROMs and/or interactive web
site are increasingly being used to provide flexible access to training
material. Departments should consider how much of their own training
effort can be delivered to secondees in this way. It can also be used to
help keep staff up to date with changes in a department’s policies and
culture.

Departments are asked to advise UKRep's EU Staffing Unit and the
Cabinet Office’s EU Staffing Branch and Interchange Unit of good
examples of such material. This will allow the information to be shared with
other departments.

- Shared learning. Departments with related functions could consider
working together to provide training for their secondees abroad. With
some 140 SNEs and 40 departments currently involved, there should be
plenty of scope for this.
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- On the spot delivery. Where a department has several secondees spread
throughout the Institutions and UKRep, they could consider a tailored
training session on site, for example at UKRep in Brussels. Successful
examples of these include the holding of sessions by departments to
communicate key changes in their policies or provide training in key skills
(for example project management) which they wish staff to acquire.

6.11 Access to training resources (suggestions for secondees)

Individuals learn in many different ways. These include on the job training,
shadowing, practical participation, reading, studying relevant material and
discussion with others. You should make best use of all these options, which
are all within your own reach. Also make sure you are aware of, and use as
much as you can, all possible formal training opportunities to which you have
access.

Find out about the formal training available to you, so you can make use of
the two days’ special leave allocated to you for this purpose. If you are on
loan to UKRep, make the most of your two-and-a-half day yearly allocation
for learning and development activities.

Certain courses run by a home department might enhance the work that you
carry out as a secondee for your host organisation. In these cases, it may
be possible to convince the host manager to authorise the additional absence
period necessary to attend the course.

Personal development plans can help too. These can come in a variety of
guises (each department usually has its own format), but they are commonly
used to set up, record and monitor development activities that you carry out
towards your career goals.

Those going on secondment have found it helpful to agree, before they
depart, what their development needs for the secondment should be, set in
the context of their home department’s competency framework. Review these
plans regularly to take account of new developments as they occur.

6.12 Managing re-entry to the department (best practice for departments)

Positive reintegration for those on secondment is vital to the success of any
secondment. Most benefit can be gained from secondments if the additional
skills, knowledge and experiences gained are then actually applied in the
workplace to the benefit of the employer. The individual should also feel that
their experience and input during the secondment is valued by the
department.
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Examples of ways in which re-entry can be best managed are:

ensuring those on secondment are kept fully informed of the options,
procedures and timetables for re-entry.

It is worth taking the time to explain re-entry procedures to new secondees.
A discussion could centre on where the secondee may wish to work upon
their return, how such a goal might be achieved and what actual timescales
might be suitable for initiating any appropriate action.

Such information should be regularly reviewed during the secondment, as
career goals can change as time passes and vacancies can be
unpredictable.

The discussions themselves can be held for example, via the Keeping in
Touch network or through a mentor if one has been assigned.

a structured programme of pre-return interviews for all returnees. These
might take place in the three to six months ahead of the return date. They
would cover how best to use the skills and experience gained and the
possible options available. The two parties should work together to find the
best way forward.

Communicating information about open competitions. Where individuals are
required to seek their own postings, as is commonly the case, support
should be given to them at an early stage in the form of timely vacancy
information. If the department has a good 'Keeping in Touch' or mentoring
scheme, this should not be too difficult.

Those on secondment can also access the Civil Service careers web site. It
details a wide range of opportunities available for existing civil servants. The
site is at www.servicewide.civil-service.gov.uk/logon.asp

Managed postings. Sometimes the most difficult thing for a returner is
matching the time of return with the availability of a suitable opportunity. In
such cases, HR departments and line managers should consider this
guestion in advance. Using their knowledge of the individual's
skills/experience gained while on loan, seek a ‘match’ with a suitable
vacancy and so make the best use of these attributes.

Some flexibility over start/end dates is also useful to oil the wheels. This is
particularly true for those who have relocated with family. They need good
advance notice of the return date because they have to place children
back in the UK school system.

6.13 Managing re-entry to the department (suggestions for secondees)

To maximise your opportunities, take responsibility for your own career path and
communicate effectively with your personnel or interchange staff as well
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as other contacts in the department. Suitable steps can include ensuring that
your CV is up-to-date, if necessary having interview training, and checking on
the department's most recent statements of priorities.  All of this is much
easier if you have been pro-active about keeping in touch throughout your
secondment.

It is vital to be realistic. You may hope to return to a promoted position or job
which is strongly linked to the tasks that you did in the EU. It may simply not
be possible to find the ideal role straight away.

Departments have to consider wider staffing needs. There may be over riding
pressures to place staff in different work areas, or they may consider your
skills are best used elsewhere. But following this guide should help both
individuals like yourself and the department to find posts for returnees, which
are satisfactory to both.

6.14 After the secondment

As noted earlier, both the department and the individual should evaluate the
success of the secondment against the objectives and aspirations.
Suggestions on how to evaluate secondments are included in Section 3.
Departments and Individuals should also consider how best to communicate
the value of loans and secondments and disseminate the experience and
knowledge gained by them. Examples of the tools used to undertake this task
are found in Appendices 2 and 3. Reports, magazine features and informal
seminars can also have a part to play here.

6.15 A checklist for departments and secondees

For Departments

To get the most out of European secondments or loans, departments simply
need to consider:

e what opportunities they offer;

e what sort of skills they are looking to build for the department in the long
run;

e who in the organisation could benefit;

e how can they be identified; and

e what sort of interchange would suit the department best.

Once this is clear, the key steps to success are:

Before

* make sure everyone involved agrees on clear objectives;

e make sure the chosen activity and the time set aside are appropriate to
meeting those objectives;
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agree and record terms and conditions, especially those around financial
arrangements and possible conflicts of interest;

be flexible; and

agree how the activity will be evaluated and by whom.

During

provide a thorough briefing for the individual - tell them what you expect of
them and whom they should contact if they have problems;

for longer Interchanges, agree on how individuals will keep in touch and
explain arrangements for performance appraisal and re-entry; and

make sure the individual learns something of the ‘culture’ of the
organisation rather than focusing exclusively on a specific project.

After

make sure the returning individual has a chance to use and share their new
skills and experience; and

evaluate the interchange, identifying its value and the lessons learned and
adapt policies and procedures if necessary.

Finally, remember...

don't take short cuts at the preparation stage. The wrong person in the
wrong place can sour existing or potential relationships and damage
credibility.

do be flexible. The format of each placement should suit the individual and
the organisation.

For the secondee

For the secondee the message is:

Before

ask the right questions;

be sure of what impact this interchange activity will have on you, both
personally and on your future career; and

speak to as many people as you can about the process, the job and the
host organisation.

During

work to enhance the relationship between your department and the host
organisation;

keep in touch and ask questions when you need to;

take part in any activities arranged by the department on your behalf;

take responsibility for your own career development;

make the most of the training opportunities presented to you;

keep records of your achievements and activities for future reference;
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e work with the department to return to the right post.

After

e apply the new skills learned;

e give constructive feedback on the process; and

e try to maintain ties with the host organisation for the benefit of the
department.

Finally, remember...
e make sure you enjoy the experience...

16/01/04



7. Conclusion

Secondments and loans to UKRep and the EU Institutions can be extremely
valuable.

Placing employees in different work situations can be challenging and provides
valuable insights into the ways different organisations think and operate. It also
allows individuals to adapt and grow to meet their full potential, while still
remaining attached to the Service.

Sir Andrew Turnbull, Cabinet Secretary and Head of the Home Civil Service,
has set the aim for the Civil Service of ‘bringing in more talent and managing
and developing people better’. By working together with other organisations, we
can make sure we are doing just that. By encouraging loans and secondments
to UKRep and the EU Institutions, we can, at the same time, increase our
effectiveness in Europe.

16/01/04



Appendix 1
EU STAFFING AT THE CABINET OFFICE

We are part of the UK Government’s Cabinet Office, and we aim to increase UK representation in the EU
institutions. We offer advice and practical help to British graduates, specialists and other UK nationals
who want to work as European Civil Servants in the European Commission or one of the other EU
institutions. We are not part of the European Commission.

HOW CAN WE HELP?

We offer:
e aVacancy Information Service;
e a Current Vacancies List;
< help with general enquiries and information on careers in the EU Institutions;
< help for candidates in EU recruitment competitions (see, for example, our Candidate's Guide).

Find answers to some of the most Frequently Asked Questions about a career in the European
Commission . If you are interested in working for one of the EU institutions, you should definitely think
about the European Fast Stream, a programme we run with the aim of helping Britons get through the
institutions' selection procedure.

Young graduates can gain first hand experience of the working and interaction of the EU Institutions
http://www.eu-careers-gateway.gov.uk/FINDING/otherstages.htmvia the Stagiaire Scheme, a training and
work attachment programme. The College of Europe, located in Bruges and Warsaw, offers one year
Masters courses, which are particularly useful preparation for a career in the EU institutions.

We also visit a number of UK universities each autumn to tell people about careers in the EU Institutions
and about the European Fast Stream. Our programme is fixed during the summer, so feel free to call and
find out whether we are visiting anywhere near you.

CONTACT DETAILS

e-mail : eustaffing@cabinet-office.x.gsi.qgov.uk

PHONE: 0207 276 1609

FAX: 0207 276 1652

MAIL: EU Staffing, Room G.14, Admiralty Arch, The Mall, London, SW1A 2WH
WWW.eu-careers-gateway.gov.uk

EU STAFFING UNIT - UKRep
The EU staffing Unit aims to:

‘Facilitating the entry of UK nationals to EU Institutions, through the provision of relevant advice and
guidance and to support UK Nationals throughout their career in these organisations’.

CONTACT DETAILS

EMAIL: Hilary.Mcfarland@fco.gov.uk

PHONE: (0032 2) 287 8207

FAX: (0032 2) 287 8247

MAIL: EU Staffing Unit, UKRep, 10 Avenue d'Auderghem, 1040, Brussels, Belgium

www.ukrep.be
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http://www.ukrep.be/

Appendix 2 - POSSIBLE AREAS FOR DISCUSSION IN THE END OF
SECONDMENT/LOAN REPORT

Background

Brief details of the receiving organisation such as nature of business and number of
employees.

Job title, main duties, aims, key criteria for successful performance, objectives.

Experience Gained Whilst on Secondment/Loan

New knowledge and competencies developed (FCO officers should use the FCO Core
Competence Framework as a guide).

Details of any particularly challenging areas of work undertaken.
Duties which are beyond the scope of your substantive grade.

Qualifications undertaken whilst participating in interchange, use of language skills.

Summary of Achievements

Achievement of work and personal objectives (link to the objectives outlined in
BACKGROUND above).

Evaluation of the Secondment/Loan

Benefits to the FCO/parent organisation.
Personal benefits.

Value of the learning experience.

Other Issues

Support from FCO/parent organisation during the interchange.

Issues which arose before, during or after the interchange (in particular, any which should be
borne in mind by others undertaking similar opportunities).

Domestic issues (travel, accommodation, financial, hours of work, issues associated with
working overseas and so on if applicable).

Conclusion

Summary of new knowledge, competencies and attitudes and how you propose to apply
these to your next post.

Have you identified any further development needs which you will need to address?

Do you feel that the interchange was a worthwhile experience?



Appendix 3

Evaluation Questionnaire: Interchange Support

Thank you for taking the time to send me your comments on Interchange.
Please continue to feed back your comments and questions. None of the
information you have provided has been copied to your Personnel Officer.
Please let me know if you would like them to see a copy of your feedback.

Who initiated your secondment (eg: self, Personnel/HR, trawl etc)?

How would you rate pre-joining arrangements?

Is there any information you have now but would have liked earlier? If
so, what?

What do you especially value about the interchange programme/your
secondment? Is interchange a worthwhile experience and is it an
effective form of personal development? Do you participate in the FCO
mentoring programme?

If you could change any aspect of the interchange service, what would it
be? If you were to undertake a similar opportunity, would you approach
it any differently as a result of your experience?

How would you rate the support from your parent department/agency
during your secondment? Why?

Would you welcome visits eg: by Interchange or your personnel officer
during your period of secondment? Would you participate in a regular
bi-annual secondee workshop for feedback and discussion with other
secondees?

Have any issues arisen before or during the Interchange which should
be borne in mind by others undertaking similar opportunities?

Have you any comments on domestic issues (travel, accommodation,
financial, payroll, hours of work, issues associated with working
overseas etc)?

Interchange Section




Appendix 4

.l.ﬂ'ter change INVESTOR IN PEOPLE

FCO Interchange - Frequently Asked Questions

Q. What is outward Interchange?

A. Outward Interchange applies to any officer working for a fixed time in another
organisation. It includes outward loans, secondments, shadowing or attachments to other
Government Departments (OGD), Non-Governmental Organisations (NGO) or Foreign
Ministries.

Q. What’s the difference between a loan and secondment?

A. A Loan is where you would be going to an OGD that operates the same pension
scheme (PCSPS); so there would be no change to your salary and pension arrangements, and
you would go on to the OGD’s payroll.

A Secondment is usually to, eg, an NGO or Non-Departmental Public Body, who are not
members of the PCSPS. Options then would be to either remain on the FCO payroll and
PCSPS and the host organisation reimburse the FCO; or go on to their payroll and make

arrangements to continue your PCSPS contributions via the FCO.

Secondments to a Foreign Ministry overseas would usually form part of your pre-posting
training to that country, and the FCO would continue to pay you as normal.

Q. Can I goonsecondment to the private sector or private industry?

A.  Yes, all private sector secondments for FCO staff are handled by Human Resources
Dept in BTI. Tel: 020-7215 4769/8485.

Q. Would the FCO pay me to go on secondment to somewhere relevant to my skills
or career development plan?

A. To get the best out of a secondment opportunity, we prefer staff who go on
secondment to fill actual positions in the host organisation: we would, therefore, expect them
to meet your salary costs (either directly, or reimbursing the FCO).

It could be that your FCO Department/Command wish to fund a short secondment for you —
if so, you would need to discuss the options and funding with them.

Q. Whatif I am already on SUPL and want to go on secondment?
A. If you want to do a secondment when you are already on SUPL, you just need to

inform PMU1 (who administer SUPL officers). You should also ensure that Personnel
Policy are content with the secondment (i.e. that there is no conflict of interest with your



FCO employment). As you aren’t currently being paid by the FCO, there is nothing further
for FCO Personnel to do.

Q. Isoutward Interchange really just a way of the FCO cutting back ‘dead wood’?

A. No! Receiving organisations will only accept staff following a selection procedure:
usually based on your last 2-3 annual appraisals, recommendations from your Line Manager
and Personnel Officer and, sometimes, an interview.

It is an expensive process for the FCO and for the receiving organisation: but it is considered
a worthwhile investment to find the best person for the job, and for FCO staff to develop
their careers.

Q. How does all this fit in with the White Paper on Modernising Government?

A. Interchange is very much a focus in the Government’s Modernisation agenda. The
objective is to create a diverse, modern and flexible Civil Service; where staff can exchange
good practice and experience through Whitehall and beyond.

Q. If I went on Interchange, would Personnel see it as a case of “one less officer to
worry about”?

A.  On the contrary, you retain your links with the FCO and your Personnel Officer, for
the duration of the Interchange. The experience and skills learnt will also enhance your
future career in the FCO.

Q. Can | take up an Interchange opportunity on temporary promotion?

A. Yes. To obtain substantive promotion, you would be subject to FCO promotion rules
in place on your return.

Q. Can | obtain substantive promotion if I am working outside of the FCO?

A. You continue to be an FCO employee and are still eligible for FCO employment
rights/benefits and promotion processes. You should stay in close touch with your Personnel
Officer, who will continue to advise you on promotion prospects.

Q. How will the FCO promotion board and Assessors be able to judge my suitability
for promotion or postings after my loan/secondment?

A. You will continue to receive annual appraisals from your host organisation, and the
FCO will continue to assess these. If the host organisation does not have a comparable
appraisal form, we will ask them to use an FCO one. Your CV and any bidding minute for
future jobs should reflect your Interchange, so that the Board are aware.

- Further information on Interchange and relevant contacts can be found in the FCO Guide
to Interchange, which is also available on the FCO Intranet (> A-Z Topics > Interchange) -

Updated June 2003



Appendix 5
Job title: POLICY ANALYST
Job Profile  Job Requirements  Job Environment

Overall purpose: To monitor policy developments in the field of biotechnology, keep well-
documented files on sensitive issues, and contribute relevant papers in support of the
positions established by the Commission(er). The role is both pro-active by anticipation of
raising threats or opportunities, and reactive by fulfilling needs of the hierarchy as DG
RTD/Cabinet get involved in policy arbitrations and co-ordinated activities.

Functions & duties

Function name: Policy Development
Function type: Policy Development.

Pool expertise in the field of GMO biosafety research, and regulation as affecting the
advancement of research and European competitiveness. Maintain internal networks
(contact groups) with the purpose of disseminating validated information on the impact of
GMOs originating from modern research. Continuously map the main players in research
and regulation at European (Community), national and international levels. Support
programme directors in their striving for science-based decision-making.

Function name: Policy co-ordination
Function type: Policy Co-ordination

Provide secretariat for the participation of programme directors in the BSC

(Biotechnology Steering Committee) and in the steering committee of the "Life Sciences
and Biotechnology Action Plan". Elaborate documents in support of discussions in the
related groups.

Ensure a co-ordinated input to the work of these groups by the various competent
services in DG RTD.

Function name: Policy co-ordination
Function type: Policy Co-ordination

Help preparing DG RTD positions in external for a handling biotechnology-related matters,
such as the OECD.

Function name: Institutional relations
Function type: Institutional Relations

Handle the high number of Parliamentary questions related to Life Sciences,
and ensure the coordination of the contributions to replies from competent
services.



Support programme directors on defensive points as they face Parliamentary
committees.

Function name: External Relations
Function type: External Relations

Provide secretariat for the EC chair of the EC-US Task Force on Biotechnology Research,
including agendas, monitoring of joint activities, reporting, internal coordination of
Commission services.

Function name: Inter-service consultation
Function type: Inter-service Co-ordination and Consultation

Co-ordinate replies to inter-service consultations concerning biotechnology, particularly as
relevant to the regulatory framework under development.

Function name: Information, Communication, Publications
Function type: Information, Communication, Publications

Monitor specific contracts and/or accompanying measures dealing with the
communication of biosciences and the public debate around biotechnology. Support
Eurobarometers on the perception of modern biology in the public, and subsequent
analysis of results.



Appendix 6

Flow chart - filling a formal SNE vacancy

Institutions alert UKRep to
vacancy

v

UKRep send vacancy notice to EU
Staffing Branch for distribution to
departments

v

Departments select whether

/ or not to advertise vacancy \

If not, applicants can view

advert on

www.interchange.qov.uk.

www.eu-careers-

Advert circulated with deadline and
applications collated

gateway.qov.uk,

www.ukrep.bea and www.eu-

aware.net and seek alternative
routes for funding. If

successful...

T

CVs sent to UKRep's EU Staffing Unit
for onward transmission to the
Institution

v

If UK candidate selected, Institute
writes to UKRep requesting
secondment

l

Letter A’ sent to relevant department attaching a copy of the Commission’s
letter. Letter 'B* prepared for secondee, together with a copy of the
Commission letter, the Commission Information Booklet and a copy of the
Unofficial Guide in a separate envelope addressed to the individual.

On receipt of a positive response from the department, letter 'C’ to the
Commission and letter B issued to the secondee c/o the department

Secondment is formally initiated



http://www.interchange.gov.uk/europp.htm
http://www.eu-careers-gateway.gov.uk/
http://www.eu-careers-gateway.gov.uk/
http://www.ukrep.bea/
http://www.eu-aware.net/
http://www.eu-aware.net/

Letter A

Date United Kingdom Permanent
Representation to the
Department Secondments Contact European Union

Avenue d’Auderghem 10

1040 Brussels

Telephone: (0032)(2) 287 8211
Facsimile: (0032)(2) 287 8247

Dear

The office of the United Kingdom Permanent Representation has received a letter
from the European Commission, a copy of which is enclosed. As you will see it is a
request to second [Insert name] to act as an expert within Directorate-General.

The Commission has asked that the secondment take effect from the [Date] for a
period of [number] year, with the possibility of renewal up to a maximum of four
years.

| should be grateful if you would let me have confirmation of your agreement to the
actual secondment and also to the proposed start date.

Finally may | ask that you arrange to have the enclosed 'Information Pack’ passed to
[Name] The 'Pack’ contains a copy of the letter from the Commission and the "Rules"
referred to therein.

Many thanks and | look forward to hearing from you in due course. In the meantime

however if | can be of any help with regard to this proposed secondment please do
contact me.

EU Staffing Unit



Letter B

Date

Secondee at Departmental Address United Kingdom Permanent
Representation to the

European Union

Avenue d’Auderghem 10

1040 Brussels

Telephone: (0032)(2) 287 8211
Facsimile: (0032)(2) 287 8247

Dear

In connection with your secondment, please find enclosed a copy of the letter in
which Directorate-General Personnel and Administration formally requests your
secondment to Directorate-General [Name]. The letter refers to the 'Rules applicable
to National Experts' and a copy of these is also enclosed.

The other booklet is ‘An Unofficial Guide for UK National Experts’, produced by UK
Seconded National Experts (SNE) as a source of advice and information for fellow
UK SNEs.

If you have any questions regarding your secondment as a National Expert, please
do contact me. If I am not available and the matter is urgent, you should contact
Hilary McFarland, Head of the EU Staffing Unit on 02 287 8207.

Finally 1 look forward to meeting you on your arrival in Brussels. With this in mind |
will be in touch a week or two after you have taken up post.

EU Staffing Unit



Letter C

Date

Head of Unit

Directorate-General Personnel and
Administration

European Commission

MO34 8/88

B-1049 Brussels

Dear

United Kingdom Permanent
Representation to the
European Union

Avenue d’Auderghem 10
1040 Brussels

Telephone: 02 287 8211
Facsimile: 02 287 8247

| write in response to your letter of the [Date] in which you requested the secondment
of [Name] to act as an expert, within Directorate-General [Name].

| am pleased to inform you that the [Home Department] has agreed to this
secondment with effect from [Date] for a period of [Date] year, with the possibility of

renewal up to a maximum of four years.

EU Staffing Unit



Appendix 7

PLANNING YOUR OUTWARD SECONDMENT: THE BUSINESS CASE

- Careful planning and detailed preparation are essential if your secondment or
interchange is going to be a positive and rewarding experience. A preliminary
visit to the receiving organisation is recommended so that you can discuss
the issues detailed below with the receiving organisation, and make a fully
informed decision as to whether the opportunity is right for you before you

submit your Business Case.

- You should prepare the attached Business Case, taking note of the following

check list of issues:

1. Is there a sound Business Case with specific business and personal
development objectives: are you the right person; is this the right place for
you to go, what are the benefits for all 3 parties (you, the receiving
organisation and DFID)? A thorough and considered proposal will serve as an

invaluable planning and evaluation document.

2. Are you fully informed about the receiving organisation and its working
practices (e.g. management culture, IT systems, working hours, annual leave

etc). This is particularly important for secondments overseas.

3. Is the receiving organisation supportive of the secondment, and fully aware of
DFID requirements and arrangements for secondments (as set out in the
Guidelines)? Note: the secondment team will make every effort to resolve any
conflicting requirements/arrangements between DFID and a receiving

organisation.

4. Have you identified the_source of funding for your salary and associated costs
(superannuation, NI contributions, travel and subsistence)? Note that the
Secondments Team do not have a dedicated budget: Either the receiving
organisation or appropriate DFID department should fund your secondment.

5. Have you established Performance Management Arrangements?

a) You should remain on DFID’s performance management system where
possible. You must identify your DFID Countersigning Officer (eg. In a link
department). Ensure that the CO is aware of his/her additional role in the

monitoring process as detailed in the Business Case.

b) If you have to move to a different reporting system, become familiar with it as
quickly as possible. Make sure it is possible to verify your performance —
including a promotability assessment where appropriate. You must identify a
DFID Countersigning Officer or if this is not appropriate, a mentor (this could
be anyone within DFID with whom you feel comfortable discussing a range of
business and personal issues). Ensure they are aware of his/her role in the
monitoring process as detailed in the Business Case — their involvement in
this process will enable them to verify your reports from the receiving

organisation.

JUNE 2003



Business Case for Outward Secondments

1. Details of the Secondment

Name and address of receiving organisation:

Nature of receiving organisation’s business:

Job Title:

Main Duties:

Duration:

2. Aims and Objectives of the Secondment

Benefits to DFID:

Links between DFID and receiving
organisation

How secondment will help meet DFID
business objectives

Relevant experience you will not be able to
obtain at DFID, but will be able to use on
your return

Links with DFID values

Personal Benefits:

How the secondment will help meet your
development needs (identified within DFID
performance management arrangements)

Benefits to Receiving
Organisation:

How your skills/experience will be of
particular benefit to the organisation

Additional Information

Issues not covered above which will
support your case




3. Funding

Source ie. receiving organisation/ DFID (state
department)/ Cost Share between DFID &
receiving organisation

Details of Costs Salary:

Pension:

ERNIC (National Insurance):
Travel/Subs etc:

Total per annum:
Total for Secondment:

4. Monitoring Arrangements

The following Progress Reviews should involve your DFID Countersigning Officer (or
“mentor), your Reporting Officer (Line Manager at receiving organisation) and your
Secondment Adviser (HROD)

Progress Review Dates

" 15" after 6 Months

Subsequently Annually (if secondment 12+
months)

Details confirmed and Secondment approved above by:
1. Your current Head of Department:
Signed:
Name:
Date:
2. Secondments Team (HROD 1):
Signed:
Name:
Date:
3. Receiving Organisation:
Signed:
Name:
Date:
4. Your DFID Countersigning Officer/ “mentor”:
Signed:
Name:

Date:



Brussels 31 January 2002
C(2003) 406

THE COMMISSION
OF THE EUROPEAN COMMUNITIES

DECISION CONCERNING THE AMENDMENT OF COMMISSION DECISION OF
30 APRIL 2002 LAYING DOWN THE RULESAPPLICABLE TO NATIONAL
EXPERTS ON SECONDMENT TO THE COMMISSION

HAVING REGARD TO:

- the Commission decision of 30 April 2002 laying down the rules applicable to
national experts on secondment to the Commission.

WHEREAS:

- Article 17, paragraph 6 of the Commission decision of 30 April 2002 states that:
“These daily and monthly allowances shall be reviewed each year without retroactive
effect on the basis of the adaptation of the basic salaries of Community officials at

Brussels and Luxembourg”.

- pursuant to article 64 and 65 of the Staff Regulations, the Council adopted on
17.12.2002 an adjustment of 2% to the salaries and pensions of Community officials.

Articlel

Article 17, paragraph 1 of the Commission Decision of 30 April 2002 is amended as follows:

1 A SNE shall be entitled, throughout the period of secondment, to a daily subsistence
allowance. Where the distance between the place of deemed residence and the place
of secondment is 150 km or less, the daily allowance shall be 26.78 €; where the
distance is more than 150 km, the daily allowance shall be 107,1 €.

If the SNE has not received removal expenses from any source, an additional
monthly allowance shall be paid as shown in the table below:

Distance between place of recruitmentand | Amountin €
place of secondment (km)

0-—150 0

> 150 68,85

> 300 1224

> 500 198,9

> 800 321,3

> 1300 504,9

> 2000 604,35




This allowance shall be paid monthly in arrears. In the case of cost-free SNEs, the
exchange of letters referred to in Article 1, paragraph 5, will stipulate that these
allowances shall not be paid.

Article2

Thisdecison entersinto force on the first day of the month following its approval.

For the Commission
The Vice President responsible
for
staff matters,

Nell Kinnock
Brussels, 31/01/2003
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Brussels, 30 April 2002
C (2002) 1559

COMMISSION DECISION
of 30 April 2002

Rules applicable to National Experts on Secondment to the Commission



THE COMMISSION OF THE EUROPEAN COMMUNITIES,

Having regard to the Treaty establishing the European Community,
Whereas:

1)

(2)

3)

(4)

(5)

(6)

(7)

Seconded National Experts (SNE) should enable the Commission to benefit from the
high level of their professional knowledge and experience, in particular in areas where
such expertiseis not readily available.

This Decision should foster the exchange of professional experience in and knowledge
of European policies by temporarily assigning to the Commission experts from the
Member States.

SNEs should be drawn from Government or State departments in Member States but
may also be seconded from the private or voluntary sector, the EEA, candidate
countries, international organisations or from third countries.

The rights and obligations of SNEs set out in this Decision should safeguard that they
carry out their duties solely with the interest of the Commission in mind.

In view of the temporary nature of their work and their particular status, it should be
provided that SNEs should not take responsibility on behalf of the Commission for the
exercise of its public law prerogatives.

This Decision should set out all the relevant conditions of employment of SNEs,
which are applicable regardless of the origin of the budgetary appropriations used to
cover the expenditure.

In view of the importance of training civil servants of the Member States %2 and,
where appropriate, those of EEA countries, candidate countries and third countries %
in Community policies, this Decision also puts in place a uniform and coherent legal
and administrative framework for the information courses organised for these officials.

HAS DECIDED ASFOLLOWS:



Chapter |I: General Provisions

Article 1
Scope

1 These Rules are applicable to national experts seconded to the Commission (referred
to below as SNEs, or seconded national experts) by a national, regional or local
public authority. They also apply to experts on secondment from an international
civil service aswell as from the private-sector and the non-profit/voluntary sector.

2. The persons covered by these Rules shall remain in the service of their employer
throughout the period of secondment and shall continue to be paid by that employer.

3. Except where the Director-General for Personnel and Administration grants a
derogation, a SNE must be a national of a Community Member State. The
Commission shall take account of geographical and gender balance and the principle
of equal opportunities when accepting SNEs into its departments.

4. Derogations shall not be required for SNEs from countries belonging to the European
Economic Area (EEA) who are seconded under the terms of agreements signed with
these countries and under the ad hoc conditions laid down therein. The same shall
apply to candidate countries, where ad hoc agreements have been signed with the
Commission.

5. Secondment shall be implemented by an exchange of letters between the Director-
General for Personnel and Administration and the Office of the Permanent
Representative of the Member State concerned or the employer, as the case may be.
Correspondence shall be exchanged with the EFTA Secretariat for countries of the
European Economic Area, and with the appropriate diplomatic missions in the case
of other non-Member countries. A copy of the rules applicable to national experts on
secondment to the Commission shall be attached to the exchange of letters.

Article 2
Cost-free seconded national experts

“Cost-free” SNEs may be seconded from Member States, non-Member countries and
international organisationsin the context of areciprocal and simultaneous exchange with
Commission officials, under the terms of the Commission Decision on the attachment of
Community civil servants (Commission Decision of 5 January 1995 (C(94) 3895 final), and
for the same period as the attachment of the Commission official.

National civil servants may aso be seconded as cost-free SNES for up to the maximum
duration of 4 yearsin the context of bilateral agreements between the Director-General and
the Member State concerned. Such agreements require the prior approval of the Director-
General for Personnel and Administration and must indicate the number of SNEs involved
and the proposed duties to be performed. These conditions shall also apply to cost-free SNEs
from countries belonging to the European Economic Area (EEA) and to candidate countries.



Article 3
Private-sector seconded national experts

The secondment of private-sector SNES, shall be permitted only where the interests of the
Commission warrant the temporary contribution of specific knowledge.

Such secondments shall be authorised on a case-by-case basis by the Director-General for
Personnel and Administration.

Article4
Period of secondment

1 The period of secondment may not be less than six months and not more than two
years and may be renewed successively up to atotal period not exceeding four years.

2. The intended period of secondment shall be fixed at the outset in the exchange of
letters provided for in Article 1, paragraph 5. The same procedure shall apply in the
case of arenewal of the period of secondment.

3. A SNE who has already been seconded to the institution may be seconded to it for a
second time subject to any relevant internal rules laying down maximum periods
during which such persons may be present in the Commission departments and
always subject to the following conditions:

a)  the SNE must continue to meet the conditions for secondment; and

b) aperiod of at least six years must have elapsed between the end of the previous
period of secondment and a new secondment; if at the end of the first
secondment, the SNE received a direct contract with the Commission, the six-
year period shall begin to run from the expiry of this contract. This provision
shall not prevent the Commission from accepting the secondment of a SNE
whose initial secondment has lasted for less than four years, but in that case the
new secondment shall not exceed the unexpired part of the four-year period.

Article5
Place of secondment

SNEs can be seconded to any place where the Commission has an office.

Article 6
Duties
1 SNESs shall assist Commission officials or temporary agents and carry out the tasks
assigned to them.
2. A SNE shall take part in missions or external meetings only:

if accompanying a Commission official or temporary agent, or
alone as an observer or for information purposes.

The Director-General of the service concerned may in exceptional circumstances
derogate from this rule on the basis of a specific mandate given to the SNE and after



having ensured the absence of a potential conflict of interest. Under no circumstances
may a SNE on his or her own represent the Commission with a view to entering into
commitments (financial or otherwise) or negotiating on its behalf.

The Commission shall remain solely responsible for approving the results of any
tasks performed by the SNE and for signing any official documents arising from
them.

Every effort must be made by the Commission departments concerned, by the SNE’s
employer and by the SNE to avoid any conflict of interest or appearance of such
conflict in relation to the SNE’s duties while seconded to the Commission. For this
purpose, the department to which it is intended to assign the SNE shall provide the
SNE and the employer with full information a reasonable time before the start of the
secondment about the intended duties and shall ask the SNE and the employer to
confirm in writing that they do not know of any reason why the SNE should not be
assigned those duties. The SNE shall be asked in particular to declare any potential
conflict between his family circumstances (in particular the professional activities of
close family members or any important financial interests of his own, or of those
persons) and the proposed duties while on secondment.

The employer and the SNE shall be asked to undertake to declare any change of
circumstances during the secondment which could give rise to any such conflict, or
appearance of conflict, to the Director-General of the service to which the SNE is
assigned.

The department to which the SNE is to be assigned shall keep all such exchanges of
correspondence in its records and shall produce it to the Director-General for
Personnel and Administration on request.

Where the DG to which a SNE should be seconded considers that the nature of its
activities requires particular security precautions, a security clearance should be
obtained before the recruitment of the SNE.

Failure to comply with the provisions of paragraphs 2 to 4 shall entitle the
Commission, if it sees fit, to terminate the secondment of a SNE under the terms of
Article 10.

Article7
Rights and obligations

During the period of secondment:

a) the SNE shall carry out his or her duties and shall behave solely with the
interests of the Commission in mind;.

b) the SNE shall abstain from any action, and in particular any public expression
of opinion, which may reflect on his or her position at the Commission;

c) a SNE who, in the performance of his or her duties, is caled upon to
pronounce on a matter in the handling or outcome of which he or she has a
personal interest such as to impair his or her independence shall inform the
head of the department to which he or sheis assigned;



d) aSNE shal not, whether alone or together with others, publish or cause to be
published any matter dealing with the work of the Communities without
obtaining permission in accordance with the conditions and rulesin force at the
Commission. Permission shall be refused only where the proposed publication
isliable to prejudice the interests of the Communities;

e) al rightsin any work done by the SNE in the performance of his or her duties
shall be the property of the Community;

f)  the SNE shall reside at the place of secondment or at no greater distance
therefrom as is compatible with the proper performance of his or her activities;

g) the SNE shall assist and tender advice to the superiors to whom he or she is
assigned and shall be responsible to their superiors for performance of the tasks
entrusted to him or her;

h)  the SNE shall accept no instructions relating to the performance of his or her
duties from their employers or from national governments. He or she shall not
undertake any activities for his or her employer, for governments or for other
persons, private companies or public bodies.

Both during and after the period of secondment, the SNE shall exercise the greatest
discretion with regard to all facts and information coming to his or her knowledge in
the course of or in connection with the performance of his or her duties; they shall
not in any form whatsoever disclose to any unauthorised person any document or
information not already made public nor shall he or she use it for personal gain.

Failure to comply with any of the above provisions during the period of secondment
shall entitle the Commission, if it sees fit, to terminate the secondment of a SNE
pursuant to Article 10.

After termination of the secondment, a SNE shall continue to be bound by the duty to
behave with integrity and discretion as regards the exercise of new tasks assigned to
him or her and the acceptance of certain appointments or benefits.

To this end, during the three years after the period of secondment a SNE shall inform
the Commission without delay of any duties which he or she is required to carry out
for his or her current employer which may give rise to any conflict of interest in
relation to his or her duties while seconded to the Commission.

Article 8
Level, professional experience and knowledge of languages

To qualify for secondment to the Commission a national expert must have at least
three years' full time experience of administrative, scientific, technical, advisory or
supervisory functions which can be regarded as equivalent to those of categories A or
B as defined in the Staff Regulations of Officials of the European Communities. The
employers from which the SNE has to be seconded, shall supply the Commission,
before the secondment, with a statement of the expert’s employment covering the
previous twelve months.



A SNE must have a thorough knowledge of one Community language, and a
satisfactory knowledge of a second language for the performance of his or her duties.
A SNE from a non-Member country must have a thorough knowledge of one
Community language for the performance of his or her duties.

Article9
Breaks in periods of secondment

The Commission may authorise breaks in periods of secondment and specify the
terms applicable. During such breaks:

(@ thealowancesreferredtoin Article 17 shal not be payable;

(b) the expensesreferred to in Articles 20 and 21 shall be payable only if the break
is at the Commission’ s request;

(c) any reimbursement of remuneration to the expert's employer under Article 18
shall be automatically suspended.

The Commission shall inform the SNE’s employer.
Article 10
Termination of periods of secondment

Subject to paragraph (2), the secondment may be terminated at the request of the
Commission or of the SNE’s employer, on the party concerned giving three months
notice to the other party. It may also be terminated on giving the same notice at the
SNE'’ s request, subject to the Commission’ s agreement.

The secondment may be terminated without notice in exceptional circumstances:
a) by the SNE'semployer, if the employer’s essential interests so require;

b) by agreement between the Commission and the employer, on request by the
SNE to both parties, if the SNE’s essential personal or professional interests so
require;

c) by the Commission in the event of a failure by the SNE to respect his or her
obligations under these rules.

In the event of termination under paragraph 2c), the Commission shall immediately
inform the employer.



Chapter I1: Working conditions of Seconded National Experts

Article 11
Social security

EXPERTS ON SECONDMENT FROM A NATIONAL OR INTERNATIONAL CIVIL SERVICE

Before the period of secondment begins, the employer from which the SNE is to be
seconded shall certify to the Commission that he or she will remain subject
throughout the period of secondment to the social-security legislation applicable to
that civil service and will assume responsibility for expenses incurred abroad.

EXPERTS ON SECONDMENT FROM THE PRIVATE SECTOR

Before the period of secondment begins, the expert’s employer shal provide the
Commission with the certificate referred to in Article 11(1) of Council Regulation
(EEC) No574/72 fixing the procedure for implementing Regulation (EEC)
No 1408/71 on the application of social-security schemes to employed persons and
their families moving within the Community.

ACCIDENT INSURANCE

From the day on which their secondment begins, SNEs shall be covered by the
Commission against the risk of accident. The Commission shall provide them with a
copy of the terms of this cover on the day in which he or she reports to the
appropriate department of the Directorate-General for Personnel and Administration
to complete the administrative formalities related to the secondment.

EXPERTS ON SECONDMENT FROM NON-M EMBER COUNTRIES

A SNE who cannot be covered by a public sickness insurance scheme can apply to
have this risk insured by the Commission. The expert shal pay half the relevant
insurance premium and his or her contribution shall be deducted monthly from the
allowances referred to in Article 17.

Article 12
Working hours

The working hours for SNEs shall be the same as those in force at the Commission.

The SNE shall serve on a full-time basis throughout the period of secondment.
Following a duly justified request originating from a Directorate-General and subject
to compatibility with the interests of the Commission, the Director-Genera for
Personnel and Administration may authorise the use of part-time working by a SNE
after agreement by her or his employer. In this case, the amount of annual leave will
be reduced according to Article 14, paragraph 5.



Where part-time working is authorised, the SNE must work every month at least half
of the normal working time.

A SNE may work flexible hours only if authorised by the Commission Service to
which he or she is assigned. Such authorisation must be communicated for
information to the responsible unit of the Directorate-General for Personnel and
Administration.

Article 13
Sck leave

In the event of absence for reasons of sickness or accident, the SNE shall notify his
or her head of unit as soon as possible, stating his or her present address. He or she
shall produce a medical certificate if absent for more than three days and may be
required to undergo a medical examination arranged by the Commission.

If such absence due to sickness or accident of not more than three days exceeds a
total of twelve days over a period of twelve months, the SNE shall be required to
produce a medical certificate for any further absence due to sickness.

Where the period of sick |eave exceeds one month or the period of service performed
by the SNE whichever is longer, the allowances referred to in Article 17, paragraph
1, shall be automatically suspended.This provision shall not apply in the event of
ilness linked to pregnancy. Such leave may not extend beyond the duration of the
secondment of the person concerned.

However, SNEs who are the victim of awork related injury which occurs during the
secondment shall continue to receive the allowance in full throughout the period
during which they are unfit for work up to the end of the duration of the secondment.

Article 14
Annual leave, special leave and holidays

SNEs shall be entitled to two-and-a-half working days of leave per whole month of
service (30 days per calendar year).

Leave is subject to prior authorisation by the service to which the SNE is assigned.
SNEs may, on reasoned application, be granted specia leave in the following cases:
- marriage of the SNE: two days,

—  seriousillness of spouse: up to three days,

—  death of spouse: four days;

—  seriousillness of arelative in the ascending line: up to two days,

—  death of arelative in the ascending line: two days;

—  birth of achild: two days;



—  seriousillness of achild: up to two days,
—  death of achild: four days.

Upon a duly justified request of the SNE's employer, up to 2 days of paid special
leave in a 12 month period may be granted by the Commission on a case by case
basis.

However, provisions concerning travelling time, age and category are not applicable
to SNEs. In the case of part-time work, the annual leave is reduced accordingly.

Days of annual leave not taken by the end of the secondment shall be forfeited.

Article 15
Maternity leave

A SNE who is pregnant shall be granted maternity leave of sixteen weeks, during
which period she shall receive the allowances fixed on the basis of Article 17.

A SNE who is breast-feeding may on request, on the basis of a medical certificate
attesting the fact, be granted a special leave for a maximum of four weeks running
from the end of her maternity leave, during which period she shal receive the
allowances fixed on the basis of Article 17.

Where the national legislation of the employer of the SNE grants a longer period, a
break in the secondment under the provisions of Article 9 shall be applied for the
period exceeding that granted by the Commission.

A period equivalent to the break shall be added to the end of the secondment if the
interests of the Commission warrant it.

A SNE may, as an dternative, apply for a break in the secondment to cover the
whole of the periods alowed for maternity and breast-feeding leave. In that case, the
second sub-paragraph of paragraph (3) above shall apply.

Article 16
Management and control

Management and control of leave, working time and absences shall be the responsibility of

the Directorate-General or department to which the national expert is assigned.

For SNEs appointed to Commission offices other than Brussels or Luxembourg, day-to-day

administrative and financial management, such as the calculation and payment of daily
allowances, and of travel allowances and removal costsif appropriate, is also the
responsibility of the Directorate General or Service to which the SNE is assigned.

A copy of the administrative situation of these SNEs, and of any modificationsto it, aswell as
statistical information concerning them, is to be sent monthly to the responsible Unit of the

Director-General for Personnel and Administration.
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Chapter I11: Allowances and Expenses

Article17
Subsistence allowances

A SNE shall be entitled, throughout the period of secondment, to a daily subsistence
allowance. Where the distance between the place of deemed residence and the place
of secondment is 150 km or less, the daily allowance shall be 26.25 €; where the
distance is more than 150 km, the daily allowance shall be 105 €.

If the SNE has not recelved removal expenses from any source, an additional
monthly allowance shall be paid as shown in the table below:

Distance between place of recruitment and | Amount in€
place of secondment (km)

0-150 0

> 150 67.5

> 300 120

> 500 195

> 800 315

> 1300 495

> 2000 592.5

This allowance shall be paid monthly in arrears. In the case of cost-free SNEs, the
exchange of letters referred to in Article 1, paragraph 5, will stipulate that these
allowances shall not be paid.

These allowances shall be payable for periods of mission, annual leave, special leave
and holidays granted by the Commission.

Seconded Nationa Experts who during the three years ending six months before the
secondment did habitually reside or carry on their main occupation at a distance of
150 km or less from the place of secondment shall receive a daily allowance reduced
by 75%.

For the purpose of this provision, circumstances arising from work done by
Seconded National Experts for a State other than that of the place of secondment or
for an international organisation shall not be taken into account

When the SNE starts the secondment, the first 75 days of the subsistence allowances
to which he or she is entitled shall be advanced in the form of a lump sum and the
allowances shall not be paid during the corresponding period. If the secondment is
ended during the first 75 days, the SNE is obliged to return the amount
corresponding to the remaining part of that period

The SNE shall inform the Director-General for Personnel and Administration of any
similar payments received from other sources. Any such amounts shall be deducted
from the corresponding allowance paid by the Commission pursuant to paragraph (1)
above.
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These daily and monthly allowances shall be reviewed each year without retroactive
effect on the basis of the adaptation of the basic salaries of Community officials at
Brussels and L uxembourg.

Article 18
Additional flat-rate allowance

Except where the place of recruitment of the Seconded national expert is 150 km or
less from the place of secondment, he shall, where appropriate, receive an additional
flat-rate allowance equal to the difference between the gross annua salary (less
family allowances) paid by his employer plus the subsistence allowances paid by the
Commission and the basic salary payable to an official in step 1 of Grade A8 or
Grade B5, depending on the category to which he is assimilated.

These allowances shall be adjusted once a year without retroactive effect on the basis
of the adaptation of the basic salaries of Community officials.

Article 19
Possible reimbursement of remuneration

If its interests so require, the Commission may reimburse all or part of the net
remuneration of a Seconded National Expert during the period of secondment to his
or her employer under an agreement to be concluded in advance and recorded in the
exchange of letters provided for in Article 1, paragraph 5.

The reimbursement of remuneration shall be authorised on a case-by-case basis by
the Director-General for Personnel and Administration, taking into account the
specific needs of the Service and, in particular, the need to use SNEs from al
Member States.

Expenses resulting from the reimbursement will be charged against the SNE
alocation of the Directorate Genera making the request or, where appropriate, the
operational budget line.

Article 20
Place of residence

For the purposes of these Rules, the place of the deemed residence shall be the place
where the SNE performed his or her duties for the employer immediately prior to the
secondment. The place of secondment shall be the place where the Commission
department to which the SNE is assigned is located. Both places shall be identified in
the exchange of letters mentioned in Article 1(5).

If, on secondment to the Commission as a SNE, a national expert is already on
secondment on behalf of his or her employer in a place different from that in which
the latter’s head office is located, the place of deemed residence shall be whichever
of the two is closer to the place of secondment.

The deemed residence shall be the place of secondment:
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a where during the three-years ending six months before the start of the
secondment, either the SNE's principal residence or his or her principal
professional activity was at a place situated 150 km or less from the place of
secondment; or

b)  where at the time of the Commission’s request for the secondment, the place of
secondment is the principal residence of the SNE’s spouse or of any of his or
her dependent children.

For the purposes of this provision, residence at 150 km or less of the place of
secondment is to be treated as residence at that place.

Circumstances arising from work done by the SNE for another State, or for an
international organisation, shall not be taken into account for the purpose of this
provision.

Article 21
Travel expenses

A SNE whose place of the deemed residence is more than 150 km from the place of
secondment is entitled to reimbursement of travel expenses:

a)  For himsdf/herself

—  from the place of the deemed residence to the place of secondment at the
beginning of the period of secondment

—  from the place of secondment to the place of the deemed residence at the end
of the period of secondment

b) for his or her spouse and dependent children, provided that they live with the
SNE and that the removal isto be reimbursed by the Commission;

—  at the beginning of the secondment, on removal from the deemed residence to
the place of secondment;

—  at the end of the secondment, from the place of secondment to the deemed
residence.

Unless the journey is made by air, the amount reimbursed shall be a flat-rate, limited
to the cost of the second-class rail fare, without supplements. This shall also apply to
journeys made by car. Air travel may be reimbursed up to actual cost of a reduced-
price ticket (PEX or APEX), on production of tickets and boarding cards, but only
where the standard rail journey exceeds 500 km or where the standard route involves
aseacrossing.

By way of derogation from the first paragraph, SNEs who prove that they have
changed the place at which they will be primarily employed after the end of the
secondment shall be entitled to reimbursement of the travel expenses to that place up
to the above limits. The reimbursement may not involve the payment of a sum higher
than that to which he or sheis entitled in case of return to the place of recruitment.
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If the SNE has effected his removal from his place of recruitment to his place of
secondment, he will be entitled each year to aflat-rate payment equal to the cost of a
return journey from his place of secondment to his place of recruitment for himself,
his spouse and any dependent children on the basis of the conditions in force at the
Commission.

Article 22
Removal expenses

Unless the second sub-paragraph of Article 17(3) applies, a SNE may remove his or
her personal effects from the deemed residence to the place of secondment, at the
Commission’s expense and after obtaining its prior authorisation, pursuant to any
internal rules in force at the time concerning reimbursement of removal costs if the
following conditions are met:

a) theSNE’'sinitial period of secondment must be for two years;

b) the SNE's deemed residence must be 100 km or more from the place of
secondment;

c) the removal must be completed within six months of the starting date of the
secondment;

d) the authorisation must be requested at least two months before the intended
date of removal;

e) the removal costs are not being met by the employer (in the event of partia
reimbursement by the employer a corresponding amount shall be deducted
from the reimbursement by the Commission);

f)  the SNE must produce originals of estimates, receipts and invoices to the
Commission and a certificate from the employer confirming that the employer
is not reimbursing removal costs (or stating what part of the costs the employer

IS paying).

Subject to paragraphs (3) and (4) below, where the removal to the place of
secondment has been reimbursed by the Commission, the SNE shall be entitled at the
end of the secondment, after prior authorisation, to reimbursement of removal costs
from the place of secondment to the deemed residence, pursuant to any internal rules
in force at the time concerning reimbursement of removal costs, subject to conditions
(2)(d) to (f) above and the following further conditions:

a) theremoval cannot take place earlier than three months before the end of the
secondment;

b) the removal must be completed within six months following the end of the
secondment.

A SNE whose secondment is terminated at his or her request or at the employer’s
request within two years from the start of the secondment shall not be entitled to
reimbursement of removal costs to the deemed residence.
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4. Where the SNE proves that his or her principa place of employment after the end of
the secondment has changed, removal costs to the new place of employment may be
reimbursed but only up to the amount which would have been paid in the case of
removal to the deemed residence.

Article 23
Missions and mission expenses
1 A SNE may be sent on mission subject to Article 6 of these Rules.
2. Mission expenses shall be reimbursed in accordance with the rules and conditions

relating to the payment of mission expensesin force at the Commission.

Article 24
Training
SNEs shall be entitled to attend training courses organised by the Commission, if the interests
of the Commission warrant it. The reasonable interests of the SNE to attend, in particular in

view of the SNE' s professional career after the secondment, have to be considered when
deciding on the permission to attend courses.

Article 25
Administrative provisions

1 The SNE shall report to the appropriate department of the Directorate-General for
Personnel and Administration on the first day of the secondment to complete the
relevant administrative formalities. He or she shall take up duty on either the first or
the sixteenth of the month.

2. For SNEs not seconded to Brussels, they shall report to the appropriate service of the
Commission in the place of secondment.
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Chapter IV: Information Cour ses

Article 26
Provisions governing courses

The Commission shall receive staff from government departments in the Member
States, EEA countries, candidate countries and third countries who are seconded
from their employment in order to follow an information course, in accordance with
the agreements to this effect as mentioned in Article 32 paragraph 2.

The prime objective of such courses is to foster and facilitate partnership
relationships with the government departments concerned by assisting their efforts to
train their staff in European affairs. The courses must therefore form part of a
training programme organised by the departments concerned.

The length of courses shall not exceed six months. The course syllabus shall be
determined in advance and shall include a general part based on the aims of the
courses as laid down in the agreements between the Commission and the country
concerned. The general part shall be supplemented where appropriate by provisions
specific to each Directorate-General receiving trainees.

For administrative purposes, these persons following courses shall be considered to
be 'cost-free’ SNEs. No costs arising from information courses shall be charged to the
administrative appropriations of the budget.

The provisions of Chapter | (Articles 1, 6 and 7), Chapter |1 (Articles 12 and 16) and
Chapter 111 (Article 23), shall apply to these persons following courses. By
derogation of Articles 11.3 and 11.4 concerning accident insurance those following
courses must be insured by their employers against such risks.
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Chapter V: Application of the Rulesto Seconded National Experts
paid from Resear ch appropriations

Article 27

Subject to the provisions set out below, these Rules shall apply equally to SNEs whose
allowances are paid from research appropriations applying to Directorate-General for
Research as well as to the Joint Research Centre.

A copy of personal data, administrative position and modifications concerning SNEs, as well
asrelated statistics should be forwarded to the responsible Unit of the Directorate-General for
Personnel and Administration on a monthly basis.

Article 28

The powers delegated by virtue of these Rules to the Director-General for Personnel and
Administration shall be exercised, in the case of the SNEs mentioned above, by the
Directors-General responsible.
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Chapter VI: Application of the Rulesto National Experts
seconded to Commission Delegations

Article 29

Subject to the provisions set out below, these rules shall apply to SNEs seconded to
Commission Delegations.

Article 30

The powers delegated by virtue of these rules to the Director-General for Personnel and
Administration shall be exercised, in the case of SNEs seconded to Commission Delegations,
by the Director-General for External Relations, who is authorised to sub-del egate these
powers to officials under his or her authority.

Article 31

The subsistence alowances mentioned in Article 17 of these Rules may be replaced by arent
allowance, where thisisjustified by the particular conditionsin the country of service, by
reasoned decision of the Director-General for External Relations.
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Chapter VII: Final Provisions

Article 32

1. These Rules replace the Rules of 7 January 1998 applicable to national experts on
secondment, as amended by the Commission Decision of 3 February 1999, of 6
December 2000 and of 9 February 2001. They enter into force on the first day of the
month following the Commission decision and apply to all new secondments and all
renewals of secondment starting on or after the date of the entry into force.

2. A sandard agreement, established by Director-General for Personnel and
Administration, shall serve as a framework for the organisation of information
COUrses.

Done at Brussels, [...]

For the Commission

[..]

Member of the Commission
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